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Hr. Ross Polleck

Chief, Career Development Frogran
Givil Service Commission
waghington 25, D. C.

SUBJECTs Heport onm (A Tralning
Lear Mr. Pollock:

In reply to your letter of 9 Hovember 1955, I lirst
wish to express my sincere aspprecistion for ihe recognition
you give to the limitations which are imposed on amy reporting
of the training conducted by this Agency. The training con-
ducted by my Office is directly relsted to the responsibilities
laid upon the Director of Central Intelligence by the National
Security Council, The training objectives which we strive to
moet may be simply stated ae the preparstion of employess of
CIA for their current or projected sssigaments.

I feel that I can Teport on certain aspects of Agency train-
ing without divulging the operationsl activities of the Agency;
however, in doing so I must reguest thst this report noi be given
dissmination, since I am not at liberty to invite lataral inquiry
from other government agencles or research groups.

The Central Intelligence Agency Las established the policy
that all new employees must receive & gemeral oriemteiion as
part of the eutrance-on-duty procedure., This Office 1s responsi-
ble for providing the orientstion programs required. 4ll new
clerical employess are tested on their skills. The resulis of
these tests pressnt s pariial basis for determining Agency require-
wments for vlerical training. The clerical employse is not usually
assligned until his skills meet Agency standerds of perfamrmance.
Clerical refresher prograxs are also offerad for employees who
find It necessary to improve thelr skills after their sssigmment
hes been effected or when additional trainisg is necessary inm
preparation for new assignmesis,

CIA has recognized the f'act that professional employeos may
possess a high degres of competence in their specialiszed operstionsl
fields without having previously acquired the sane degres of coxpe~
tence in the technigues of mpervision and mansgement., Ais &
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tialy this need, Oéuwﬁ:m mabeg training whwm
graxs bave access to the matarisl developed and used in similar
courses conducted ly the lepartmant of State. The use of the
case method of teaching and a followup seminar arranged for
suparvisors approximately one yeur afler completion of the course
have produced excellent results.

The resding lmgrovemsnt prograz ssteblished this 0ffice
has also produced some very drapatic results, st who devotle
a high percentage of thelir iime revieving written material have
found that they can incresse their reading speed se well as their
comprehenslon tlyough participation in thie tralning program.
Instructors have recently made sdaptations of the courss content
to mest the requiremerts of wployees who wers constantly working
with written material in forelign languages and those wio desl
mily with oable traffic. These adaptastions have proved most

VO,

that gbh‘igm m ;Mmhn is irdicative of the faet

' Agency does recognisze the isportance
of training for its civilisn employees. This Office is utilising
eovery means al its disposel to irmprove instruction methods and
teciniques and insure that all course content ascurately reflects
the policy and doctrine estailished by this Agemcy.

tiincerely,

HOTHEG 34T
Directar of Trainipy

OTR/PPS/LBES :mjz (19 Dec 55)
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